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Montana Secretary of State  Linda McCulloch 
Elections and Government Services 
Sos.mt.gov soselections@mt.gov 

2016 Montana Election Administrator 

Certification Training  
 



This training guide should be used as a basic guide to the 
common work flows of MT Votes. You should follow along in 
your MT Vote Test Environment.   
The training should only be used to demonstrate MT Votes 
functionality.   
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Introduction 



This training may look like we are jumping around, but it is set up to mimic 
the normal flow of an election year. It starts with Absentee Maintenance 
(which takes place in January of even years) and ends with closing an 
election (end of the year). 
 
The flow of this training will be as follows: 
 
1. Absentee Maintenance – Vickie Zeier 
2. Voter Registration (including Late Registration and Voter 

Merge/Unmerge) 
3. Election Management – Creating an election, adding races, pulling 

absentee voters into the election and printing labels. 
4. Ballot Processing – Audrey Dufrechou 
5. Provisional Ballot Module – Vickie Zeier 
6. Election Management – Printing official register, processing the official 

register, Election results, Reports, and closing the election. 
7. Petitions – Charlotte Mills 
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Before we get started 



MT Votes New EA Training 

To get started, we need to log into MT Votes Test.   
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Logging into MT Votes Test 
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Getting started 

This is a training guide, please ensure that 
you are in MT Votes Test.  If your MT Votes is 
not bright pink, you are in the wrong 
environment. 
 



ABSENTEE MAINTENANCE 
• Creating a batch 

• Recommendations 

• Absentee Reports 
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Absentee Maintenance 
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The absentee maintenance module is a useful 
module when entering in Absentee Confirmation 
cards.  It allows you to enter batches of Absentee 
requests at once, rather than having to open each 
voters record and add a request. 
 
This module is useful for any county that receives 
large amounts of confirmations at one time. 
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From the main 

screen of MT Votes 

click on the 

Absentee 

Maintenance 

Module. 

Absentee Maintenance 
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When the module opens, 

ensure that all the 

populated information is 

correct for everyone in your 

group of ballots. 

 

If the data is not correct for 

an individual you will want 

to manually change that 

before scanning or entering 

the voter ID. 

Absentee Maintenance 

Note:  If you are entering 

requests in before 

02/01/16, ensure that your 

start date is 02/01/16. 
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Once you have verified all 

the information is correct, 

you can start 

entering/scanning in voter 

ID’s. After each ID is 

entered, click the Add 

button 

 

 

Absentee Maintenance 
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Voter ID’s can be found on the 

voter label on the returned 

Absentee Confirmation.  You can 

either key these numbers in, or 

you can scan the barcode with a 

barcode scanner. 
 

 

 

 

Absentee Maintenance 
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Once you have at least one entry in 

the list, and you have verified the 

signature(s) from each voter’s 

confirmation, you can click on the 

Create Absentee button to create the 

entry for every voter showing. 

 

You will be prompted to print an 

Absentee Maintenance report.  This 

report cannot be regenerated.  Click 

yes only when you are ready to print 

the report. 

 

Absentee Maintenance 
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The Absentee maintenance 

Report will generate 

automatically when you 

click Create Absentee. 

 

This report cannot be 

regenerated. 

 

Absentee Maintenance - Reports 
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If you close out of the Absentee 

Maintenance Report without printing, 

an alternative report to run is the E-

015 report, although it takes a little 

more work. 

 

You must specify a date range for the 

date of the absentee creation. 

 

If you entered multiple dates in one 

batch in the Absentee Maintenance 

module you will have to run multiple 

reports to get the same results that 

would display on the absentee 

Maintenance Report. 

Absentee Maintenance - Reports 
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• Create a uniform number of forms in one batch. 

 

• If a voter doesn’t appear on the Absentee Maintenance 

Report but they were entered in the Absentee Maintenance 

module you need to investigate further. 

 

• Electors who request ballots to be mailed to another 

address cannot be entered into this module.  You must enter 

them through Voter Registration. 

 

• Inactive or Provisionally registered electors cannot be 

entered into this module until you change their status. 

Absentee Maintenance  

- Recommendations 



VOTER MODULE 
• Voter Registration 

• Add Absentee Request 

• Late Registration 

• Voter Merge 
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The Voters module is where 
you can create new voter 
records and edit existing 
voters. 
 

This training will help 
demonstrate how to register 
a voter during both regular 
registration as well as the late 
registration period. 

 

This training will also cover 
the Voter Merge module. 

 

To register your new voter 
click on Voter Registration. 
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Voter Registration 



The Voter Registration 
screen will open.  When 
it first opens there are 
only two things that you 
can do. 

• Search for a voter by 
Voter ID or State ID. 

• Create a New voter. 

 

To create a new voter, 
click New. 
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Voter Registration 



To start out the voter 
registration process, you will 
need to add either a State ID 
or SSN.  Since we are in test, 
you can use made up data in 
either of these fields. Do not 
use made up data in 
production. 

  

Enter the ID, DOB and Name 
of the test voter and tab past 
the suffix field. 

Important: When 
navigating in MT Votes, 
always use the TAB key. 
When you use TAB it 
causes the system to 
refresh the data. 
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Voter Registration 



The Duplicate Voters window will pop up if any voter is flagged as a potential duplicate voter. For 
this training exercise you want to register a new voter, so you will want to select No Match. Before 
you select No Match, lets look at some of the other functionality. 

Mark Non Duplicate should be used, if the voter is not a duplicate, when this window pops up.  
This will flag the voter as a no match so they won’t appear as potential matches on reports going 
forward. 

Select is used when a record is a match and you want to use the existing record.  

Please select No Match.  
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Voter Registration 



You will now be able enter 
the Residence information 
in this tab. 

 

Addresses added into MT 
Votes must be broken up 
by specific field (1 West 
First Street South).  
Remember, use the TAB 
key to maneuver between 
fields. 

 

Once you TAB past the 
Post Dir field, the address 
library screen will pop up. 
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Voter Registration 



The Address library is where 
you will select (or add) an 
address to use for this voter. 

 

Addresses in the Address 
library are associated with 
splits, which in turn are 
associated with Precincts and 
with Districts.  You want to 
make sure that you select the 
correct address range or else 
the voter could get a wrong 
ballot. 

 
Once you choose an address 
from the library, you can click 
Select. 
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Voter Registration 

If you need to add an address range, ensure that you know 
what split and precinct it will be added to. 



The rest of the 
information in the 
residence tab has auto 
filled based on your 
selection on the Address 
Library screen. 

 

From here you can enter 
a mailing address if they 
entered one.   
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Voter Registration 



Once done in the 
Residence tab, you 
will want to work 
on the 
Registration tab. 
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Voter Registration 



The Registration tab is a very important 
area of the voter record. 

The Status field for newly registered 
voters will be: Active, Pending or 
Provisional.    

Since you are using made up information, 
the record will not automatically verify.  
The voter will be brought over as 
provisional.  In order to continue the 
training, you will need to mark them as 
Active. 
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Voter Registration 

The Source of Registration should be set to what ever style of registration form that you 
received.   
 
For newly registered voters the County Reg Date and Vote Eligible date will autofill based 
on the System date.   
 
Either the MVD/SSA box will need to be checked to continue for newly registered voters.  
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Voter Registration- New Enhancement 

A quick word about the MVD/SSA boxes. Starting in 

2016, the system will automatically try to match a 

DLN and/or the last four of the SSN.  If the system is 

unable to verify the provided identification, you will 

now be prompted with a window that will allow the 

user to attempt to enter different combinations of 

data (ex, Bill, William, Billy, Will,etc) to get the voter 

to verify. 

 

That’s right, you will no longer have to leave the 

system to verify a voter. 



The Prev Registration tab is 
where you will enter the 
voters previous registration 
information, if any. 
 

This information is very 
important as the Secretary 
of State uses this 
information to notify other 
states of people who have 
moved into Montana from 
their state. Without this 
information, it would be 
possible for a person to be 
registered in two different 
states. 
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Voter Registration 

This field is required. If the voter failed to provide previous registration, you must click the 
Not provided box. You will be unable to save this record until this tab is complete.  Once 
you save this record you can not access it again. 
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Voter Registration 

Occasionally a user will have to reactivate a 

cancelled voter and that voter will have 

indicated that they were registered in another 

state.  When you reactivate a voter you will not 

have access to the Previous Registration tab, 

so you can simply email a copy of the voter 

registration card and email 

soselections@mt.gov.  we will then take that 

registration information and get it to the 

appropriate jurisdictions. 

mailto:soselections@mt.gov


After you have 
entered previous 
registration 
information, you 
can now Save 
the voter record. 
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Voter Registration 



If the voter 
provided 
contact 
information you 
can enter that 
data into the 
contact tab. 
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Voter Registration 



To add an absentee 
request, click on the 
Absentee tab. 

 

You must add an 
absentee Status 
before adding an 
absentee request 
(NEW 2016!) unless 
they are Election 
Specific. 
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Voter Registration – Adding an 

Absentee Request 



A quick key: 
 

A blank Absentee Status will result in the following available absentee types: 

• Election Specific 

 

UOCAVA Absentee Status will result in the following absentee types: 

• Military Domestic 

• Military Overseas 

• Civilian Overseas 

 

An Absentee List absentee status will result in the following absentee types: 

• Absentee List 

• Seasonal 

 

An EBR status will result in the following absentee types: 

• Absentee List 

• Election Specific 

• Seasonal 

• Civilian Overseas 

• Military Overseas 

• Military Domestic 
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Voter Registration – Absentee Statuses 

and the Types associated with them.  



In order for the voter 
to get pulled into an 
election, they need 
an absentee type.  So 
far you have just 
added a status. 

 

To give them an 
active request, click 
the Add button. 
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Voter Registration 



The Absentee Detail 
screen will open.  From 
here you can select the 
Absentee Type (this is 
now directly related to 
the Absentee Status),  
From Date, Absentee 
Application Source and 
Issue Method. 

 
You can choose to use 
the address on file, or 
add a new one. 

 

Select Update and Save 
or Save and Issue Ballot. 
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Voter Registration 



You will be returned 
to the Absentee Tab, 
and can verify that 
the voter now has an 
active absentee 
request with a date 
range. 
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Voter Registration 



VOTER REG – LATE REG 
• Who is a late registrant? 

• Adding an absentee request for a late 
registrant 
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Voter Registration- Late Reg. 

A late registrant is a voter registering, or updating registration 

information after the close of regular registration. 

 

Why does this matter? 

 

Late Registrants must appear in the county election office (or location 

designated by the county election administrator) to register.  These 

voters will be issued an absentee ballot on the spot.  Late Registrants 

do not show up in the register and cannot vote at the polling place. 

 

Late registrants are also tracked and entered with a specific vote 

eligible date and status in MT Votes. NOTE: if someone is registering 

or updating registration information after the close of regular 

registration, but does not want to be issued a ballot, they are not 

considered a late registrant and should be given a vote eligible date of 

the day after election day. 
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Voter Registration – Late Reg 

The Registration tab 
contains the fields that 
indicate whether a voter is 
a Late Registrant or a 
Regular Registrant. 
 
Late Registrants should 
have a status of Late 
Registration – LR.   
 



Late Registrants must 
have a (status) Reason. 

The following reason 
codes can be used: 

 

New (If the late registrant 
has never been in the 
system before.) 

 

County to County this 
will be used if the voter 
was a transfer registrant 
from another county. 

 

Precinct to Precinct is 
for voters who are moving 
within the same county. 
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Voter Registration 



Their Vote Eligible date 
must be set to the 
Sunday before the 
close of regular 
registration.  If you fail 
to give them this date 
MT Votes will not be 
able to issue a ballot to 
this voter. 
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Voter Registration 



Late Registrants 
must be issued an 
absentee ballot 
when they register*.   

 

To issue late 
registrants a ballot, 
click on the 
Absentee Tab. 
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Voter Registration 

*On election day New late registrants get an absentee ballot like the method above.  
Precinct to precinct and county to county  late registrants must be issued ballots in the 
provisional module.  



Assume that your voter did 
not want to be on the 
absentee list*. To continue 
to issue a ballot to this Late 
Registrant, click the Add 
button. 

 

*These instructions for 
issuing a ballot would 
change slightly if the voter 
asked to be on the 
absentee list. 
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Voter Registration – Late Reg 



The Absentee Detail 
screen will open. Since 
this voter did not ask to 
be on the absentee list, 
leave the Absentee Type 
as Election Specific. 

 

Pull down the election in 
the Elections box.  The 
Absentee Application 
Source and Issue method 
will usually always be In-
Person for late 
registrants. Everything 
else can be left as is and 
you would click Save and 
issue Ballot. 
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Voter Registration 



VOTER REG – VOTER MERGE 
• Merging a voter. 
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Occasionally you will 
come across what 
appears to be two or 
more separate voter 
records that are in fact 
the same individual. 

 

When this situation 
comes up, you can use 
the Voter Merge module 
to remedy it. 
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Voter Registration 
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Voter Registration- Merge 

To complete this portion of the training you 

will want to ensure you have a duplicate voter 

in your county.  If you do not have one in the 

test environment, you can create one. 
 

 



Start by checking the 
Potential duplicates 
identified by the 
system. 

Make sure this radio 
button is selected, and 
click Ok.  

47 

Voter Registration 
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Voter Registration- Merge 

If no voters are found on the Potential 

Duplicates Identified by the system, you can 

always use the radio button for Query 

Individual Voters. 
 

 



The system will 
automatically bring up any 
matches that it has 
identified. 

 

Uncheck the box under 
Exclude for both of these 
voters. 

 

Next you have to identify 
which record you want to be 
the surviving record and 
then check the Survivor box 
next to that record. 
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Voter Registration 



Next, click on the Compare 
button.  This screen will 
bring up information on both 
voters.  The left side is the 
voter you marked as a 
survivor and the right as the 
potential duplicate. This 
screen is mainly used to 
verify the voters are the 
same. 
 

Verify that the two voters 
are identical and ensure the 
correct voter is marked as a 
survivor and then click Close. 
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Voter Registration 



To merge these voters, simply 
click the Commit button. 
 

You will receive a pop up box 
notifying you know that 
information is different 
between the records.  Take a 
look through the provided 
data and ensure it looks ok, if 
it does, click Yes. 
 

Depending on how big the 
records are, the merge 
process can take time.   
 

Once the merge is complete 
you will receive a 
confirmation message.  
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Voter Registration 
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Voter Registration- Merge 

If the duplicate voter is located in a different 

county, the secondary county will need to mark 

the voter as mergeable (this can be 

accomplished in the Voter Merge module).  

 

If you receive a merge request from a county, 

verify that the voter you mark as mergeable is 

the same as the voter they are trying to merge. 
 

 



VOTER REG – UNMERGE 
• Unmerging a voter. 
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If a voter was wrongly 
merged, the system allows a 
user to Unmerge. 

 

To Unmerge, simply pull up 
the Voter Merge menu, click 
the radio button next to 
Unmerge Voter and then type 
in the Voter ID and clicking 
OK. 

 

This process takes time, 
sometimes longer than 15 
minutes depending on how 
big the records are.   
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Voter Registration 



ELECTION MANAGEMENT 
• Creating an Election 

• Ballot Styles 

• Printing Labels 
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Election Management 

Before you get started building an election, it is recommended that you 
create a folder on your desktop or on your local sharedrive named for this 
election.   
 
Why do this? 
 
Simply put, MT Votes is a live database.  Data that you see today, might be 
different tomorrow.   
 
This folder will be used as a receptacle for reports/exports/labels/etc.  
Keeping a copy ensures that you have created a hardcopy of the snapshot 
you pulled out of the system.   
 
It’s wise to routinely save data that you pull out of MT Votes. You might 
never need it, but when you do need it, you’ll be glad you have it. 
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To begin the process 
of creating an 
election, click on 
Election 
Management. 
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Election Management 



This screen will show 
you any Open elections 
you have.  You can 
double click on an open 
election to open that 
election if you need to 
access it. 

 

We will be starting a 
new election, so click 
the New button. 

58 

Election Management 



The left hand side of the 
Election Management 
module indicates what 
step of the Election 
building process you are 
on. 

 

When it first opens, it 
defaults to the Election 
Details screen. 
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Election Management 



Election Management 

You will start by entering the 
information pertinent to your 
election. 

 

Ensure that you have all the 
information correct for your 
specific election.  Once to a 
certain point in building your 
election, it locks some fields 
on this screen. 
 

Once done, click the process 
complete checkbox and then 
Save. 
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01 Test Fed Primary 2016 



Election Management 
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To comply with data standardization, the name of your 
election should follow this naming convention: 
 
• County License # Type of Election Year of Election 
 
Beaverhead for example would be: 
 
• 18 Federal Primary Election 2016 



Include Certified 
Contests 

This screen displays any 
shared races.  Most 
commonly you will see 
Statewide or Legislative 
races.  If any contest is in 
the ‘Include Certified 
Contests’ screen, it must  
be included or you won’t 
be able to proceed.   
 

Click Select All, check 
Process Completed and 
check Save. 
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Election Management 



Pull Contests 
 

This area will have any 
contests that MT Votes 
identifies as set for re-
election based on your 
Election Details. 
 

Select all the races you 
want to include in this 
election by using the 
checkboxes next to the 
District/Race name or 
by using the Select All 
box.  
 
When ready, select 
Process Completed and 
then Save. 
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Election Management 



Election Management 

Don’t worry if you don’t see your office or candidate on this 
screen.  Data on this screen is being pulled from the position 
tabs in the Districts and Precincts Module.  Most of the position 
information in the D&P module was entered when the system 
was new and some data is now out dated.   If the 
office/candidate is not on this screen, you will have an 
opportunity to manually add it to the election through Issues & 
Offices menu option. 
 
However, it is good data administration to update this 
information in the Districts and Precincts module as you come 
across it. 
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Issues & Offices 
 

This screen is where a user 
can manually add Offices, 
Candidates, and Issues that 
don’t automatically get 
pulled in through the Pull 
Contests menu item. 
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Election Management 



Issues & Offices 
 

If your office did not 
automatically pull in, you 
will have to add it manually. 

 

Select the New button 
under Offices. 

 

66 

Election Management 



Issues & Offices 
 

This screen will be blank when it first 
opens.  Click the District type and then 
the District to pull up all available 
positions. 

 

Select the position you’d like to include 
in the election.  Leave the Political 
Party blank and change the Vote For 
Number, if needed. 

 

If you have more offices to add 
manually, click the Save & Add New, 
otherwise click Save. 
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Election Management 



Issues & Offices 
 

 

Once all offices are entered, 
you can start adding 
candidates.  To do so, click 
the office you want to add 
the candidate to and click 
New. 
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Election Management 



New Candidate 
 

Type the first and last name of 
the voter you’d like to add as a 
candidate and then Link To 
Voter. The voter’s information 
should automatically fill. Select 
a political party, update any 
information that needs to be 
updated and ensure they meet 
any specified requirements. 

 
Click Save. 

 

Verify the Ballot Name field is 
exactly how the candidate 
wants the name to appear on 
the ballot.  If it is, select OK. 
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Election Management 



Issues & Offices 
 

The candidate is now 
entered and certified.  
Continue to enter 
candidates until you are 
done. 
 

To add an Issue click the 
New button below the 
Issues box. 

 

 

70 

Election Management 



Create an Issue 
You need to provide an 
Issue No., District Type 
and a District. 

 

As we get closer to the 
election the SOS office will 
send out the field 
requirements for the 
Issues screen. For this test 
scenario you can fill out 
any fields you like. 

 

Once done, click Save. 
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Election Management 



Publish Certified 
Contests 
 

This area is used if you have 
a shared contest, and where 
you would publish it for the 
other county to utilize. 

 

This area is used but rarely, 
so go ahead and mark 
process completed and hit 
save. 
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Election Management 
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Election Management 
The next section tackles Ballot Styles. Before we cover that part of 

Election Management, it is important that we understand what a ballot 

style is and how MT Votes treats them. 

 

A Ballot Style is a set of candidates/races/issues that is unique to the 

jurisdiction represented on the ballot.  Ballot styles for federal elections 

are broken down by Precinct.  Precinct 1 is one ballot style, and 

Precinct 2 is a second, etc.   

  

If you only had statewide, countywide or legislative races, you’d have 

one ballot style for each precinct. However, it’s not always that cut and 

dried. For example, if during a Federal Election,  Precinct 1 covers a 

portion of a city and a portion of the county and you had a citywide 

race/issue on the ballot.  This precinct would have two ballot styles.  

One that would include the citywide contest, and one that would not 

include the citywide contest. 

  

When you generate your ballot styles, MT Votes will automatically split 

this precinct into two styles and assign the voters to the correct split 

based on their residential address/precinct split information 



Ballot Styles 
 

This menu item will allow 
you to generate ballot styles 
based on the data that you 
have added in previous 
menu item. 

 

Click Generate Styles. Read 
the pop-ups and if it looks 
good, click Yes.  

 

Federal Elections are always 
generated by Precinct.  
Other elections will allow 
you to choose whether you 
want to generate styles by 
precinct or district. 
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Election Management 



Ballot Styles 

Once the styles generate 
you will want to rename 
these styles to something 
that makes sense to you. 
The default system value 
is arbitrary. 

 

Select a style in the Styles 
box and then change the 
name in the Style Details 
Style box and then click 
Save. 

 

Please note, if you need 
more information to help 
decide what the style 
name should be, the 
precinct box (lower right) 
will tell you what precinct 
the style belongs to.   
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Election Management 



76 

Now that the Styles have 

been renamed you are 

ready to Pull Absentees. 

 

The Pull Absentee box is 

currently grayed out.  You 

must verify that you have 

renamed the Ballot Styles 

via the check box before 

this box will be 

selectable. 

 

 

 

Please note: Pulling absentees is a big deal.  When doing this in production for an 
actual election, ensure that you are ready to pull the absentees.  Doing so, creates 
prepared ballots for these voters. 

Election Management 
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The Pull Absentees 

button will now be 

clickable. 

 

Once you are ready to 

Pull Absentees, click the 

button. 

 

A pop-up will appear, 

select No if you have 

renamed the styles.  

Election Management 
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The next pop-up will ask you 

which Absentee Type you’d like 

to pull in. 
 

Federal elections require that you 

send UOCAVA ballots out 45 

days before the election.  These 

Types will be the first you pull 

into Federal elections. Select the 

three UOCAVA type. 
 

When ready, click Continue. 

Which will pull those absentee 

voters into this election. 

 

 

 

 

Election Management 

Keep in mind that this is only pulling in the absentee types you selected.  When you 

want to pull in your regular absentees, or your seasonal, you will have to come back 

to Election Management and pull those absentees into this election.  It will not re-pull 

voters who have already been brought into the election. 
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Election Management 

As we all know, Election season is extremely busy, and anything you 

can do to help out your fellow Election Administrators is appreciated by 

all.  One thing that you can do to help, is to not pull your absentees 

until you have to. 

 

Pulling your absentee’s too early causes registration headaches for 

other counties as they are no longer easily able to pull voters into their 

county. 
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Ballot Review 
This screen allows you to 
look at each style and see 
the contest(s)/issue(s) 

 

It is good to go through each 
Ballot Style and verify that 
the correct races are 
showing up on each ballot.  
This data is provided to 
ES&S, eSERS and the EAS.  
It is paramount that this data 
is correct. 

 

You can also Print this data 
for easier proofing, and/or 
save the file for your 
records. 

 

Once you have verified the 
data, click Process 
Completed. 

Election Management 
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Print Labels 
This is the print labels 

screen. 

The Main Labels that are 

waiting to be printed are the 

absentees that you brought 

in on the  Ballot Styles 

menu. 

Supplemental labels will 

show up to be printed as 

you add absentees statuses 

for absentees types that 

have already been pulled 

into the Election.  

The grid will display all 

batches that you have 

printed.  It is currently empty 

since no batches have 

printed. 

To continue on, click the 

Label Printing. 

Election Management 
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Print Labels 
Batch #: (This will autofill 
when you select Print) 

Description: Describe your 
batch (ex, 
date/time/type/etc) 

Mailing Date: Date they will 
be mailed 

Output Order: How you 
would like them ordered 

Order by: Ascending 

Output Type: Print Now & 
Select an Absentee Label. 

Absentee Types: Types 
you want to print. 

 

Click Search.  This should 
populate how many labels 
you are about to print. 

 

 

Election Management 

The mailing date is very important to get correct, and must be set 

to the date that you will mail these ballots.  If you enter this date 

incorrectly, the only way to change it is a manual process. 
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It is recommended that 

you whittle down the 

labels into smaller 

more manageable 

chunks rather than 

printing all your labels 

at once.  You can use 

the Selection Criteria 

box to help limit the 

amount of labels you 

print. 

 

 

 

 

Election Management 
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One best practice to get 

into after pulling an 

absentee type into an 

election, is to check to see 

if that type contains any 

provisionally registered 

individuals.  You can do 

this by clicking the ‘Only 

Provisional’ check box 

and then clicking the 

search button. If it comes 

back with a number larger 

than zero, you will want to 

create a batch to handle 

these voters. 

 

 

 

Keep in mind that since we have only pulled in some absentees, this Only 

Provisional search is looking at that absentee type and no other. 
 

Election Management 
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The new requirement of 

EBR adds an additional 

search you should run 

before you print labels. 

 

Before printing off a batch 

of labels, you should click 

on the Issue Method tab 

and select EBRS and or 

EMAIL and create a batch 

of labels for these voters.  

Otherwise you could mail 

them a ballot and have to 

reissue a second ballot 

when their EBR/Email 

ballot gets sent in. 

Election Management 
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Election Management 

Once you have printed labels, it is too late to 

correct any mistakes that you may notice in 

the election.  

 

Be sure the election is 100% correct 

before printing the labels. 
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Print Labels 
If you are sure everything 

is accurate, select the 

Print Now radio button 

and then click on the 

Print button. 

 

Verify that the Mailing 

date is correct and click 

Yes. 

 

 

 

Once printed.  Labels can not be reorganized. A best practice is to print 

labels in small manageable chunks (AKA, ballot style, precincts 

Absentee type, or a combination.).   

Election Management 
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Print Labels 
Once the labels 
generate, you 
can print the 
labels.  After 
printing, you 
should save a 
copy of the labels 
to the folder on 
the desktop. 
 

 

 

 

 

Election Management 
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Print Labels 
Once you print the labels, 

you will be returned to the 

main Print Labels screen. 

You can see the batch of 

labels that you just created 

and printed.  If you need to 

reprint the labels you can 

select the batch and click 

Label Reprinting. 

 

 

 

 

Election Management 
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Extract Label 

Information 
If you have a vendor print 

labels for you, they will 

want this extract file. Also, 

as mentioned earlier, it is 

good to save this file so 

you have a snapshot of 

exactly what you created. 

 

Select Extract Label 

Information, navigate to 

the folder on your 

desktop and save the file. 

 

 

Election Management 



BALLOT PROCESSING 
• Module Usage 

• Voter Record 

91 
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To complete this portion of the 

training I will need the labels 

that I created earlier. 

 

Before we begin processing 

we need to create some real 

world test cases for these 

ballots.  On my sheet I’ll do 

the following: 

• Write ‘Void, County 

Requested’, on one 

label. 

• Write ‘Rejected- No 

signature’ on one label. 

• Write ‘Rejected- Late for 

election’ on one label. 

• Write ‘Accepted’ on the 

rest. 

 

 

Election Management 



In MT Votes, there are two ways to 
process ballots.  The first is through 
the Voter Search and the other way 
is through Ballot Processing. 

 

Voter Search is the best way to 
process a small amount of ballots 
and to Void/reissue ballots. 

 

Ballot Processing is useful when you 
need to process large amounts of 
ballots quickly and for Tracking 
Undeliverable ballots. 

 

The first thing we will do is void the 
ballot that I have flagged for a ‘void- 
county requested’, so I will go into 
Voter Search or Voter Registration if 
you know the Voter ID. 
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Ballot Processing 



Enter the Last Name 
and First Name into the 
appropriate fields and 
then hit Search. 

 

Double click on the 
correct voter. 
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Ballot Processing – Voter Record 



Once in the voters 
record, go to 
Elections > Receive 
a Ballot. 
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Ballot Processing – Voter Record 



Key in the ballot ID# that is on 
the label into the ID field and 
click the Process button. 

 

We will assume that this voter 
moved to a different county and 
the county requested us to void 
the ballot so they can pull the 
individual into their election. 

 

The Ballot Source should be set 
to how we received the ballot, 
however in this example the 
ballot may not have been 
received.  Set the source to 
Absentee Team, and Status  to 
Void.  In the comments field you 
may will want to indicate why 
you are voiding this ballot. 

 

Select Save. 
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Ballot Processing – Voter Record 
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Ballot Processing – Voter Record 

You can also, accept & reject ballots from this 

screen. 



Back at the MT Votes 
main screen, we will 
process the rest of 
the ballots through 
the Ballot Processing 
module. 
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Ballot Processing – Module 



This module can be used to 
process ballots returned from 
voters or undeliverable 
ballots. 

 

Select the Election that you 
created in the Election 
Module. 

 

For regular ballots returned by 
the voters, make sure you are 
on the Ballots tab. For 
undeliverable ballots, click on 
the Undeliverable tab. 
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Ballot Processing – Module 



By entering your 
undeliverable ballots in ballot 
processing, you can print 
labels out of MT Votes to stick 
onto your undeliverable ballot 
notices. You will also see the 
status Active/Undeliverable on 
the voter’s record. 

 

To enter a batch of 
undeliverables, make sure you 
are under the Undeliverable 
tab and click New. 
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Ballot Processing – Module 



Enter the Ballot ID number 
and click Add. 

 

If your ballot labels are printed 
with the Ballot ID barcode and 
you have a hand scanner, you 
can scan the undeliverables 
into this module for faster 
processing. 

 

If you do not use barcodes, 
you can enter the voter’s 
name into the search field in 
the format “last name, first 
name” to add them. 

 

When you are done adding to 
your batch, click Close. 
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Ballot Processing – Module 



The Receiving Ballot Batches 
Screen will show your new 
batch of Undeliverable Ballots. 

 

In this example, the Batch # is 
8 and you can see that there is 
1undeliverable ballot in the 
batch. 
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Ballot Processing – Module 



The voter’s record now shows 
that the ballot is 
undeliverable. 

 

You can remove the 
undeliverable status by going 
back to ballot processing and 
deleting the person from the 
undeliverable batch. 

 

If the voter sends a new 
address for their ballot, you 
can resend the ballot through 
the issue ballots screen.  
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Ballot Processing – Module 



You can print labels for your 
undeliverable voters with the 
BP-035 report. This helps with 
mailing your undeliverable 
address confirmation notices. 

 

The report will provide labels 
for the Avery 5160 template. 

 

You can also extract the 
contact information for your 
undeliverable voters with the 
EX-BP2 export. 
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Ballot Processing – Module 



To process large numbers of 
ballots received from voters, 
use the Ballots tab of the 
Ballot Processing Module. 

 

To create a new batch, click 
the New button.  

 

One thing to note, when you 
create a batch, you will want 
to ensure that your ballots 
contain the same ballot 
received source. In other 
words, you don’t want In-
Person ballots mixed in with 
Mailed ballots. 
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Ballot Processing – Module 



Select the source for your 
batch. The Batch Date and 
Received Date will fill with 
today’s date. If you need to 
change the Received Date, 
change it now. 

 

From here you simply add 
ballot ID numbers into the 
ID field and click Add. 

 

You can see how this 
process would be faster 
than pulling up individual 
voter records. 
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Ballot Processing – Module 



All the ballots you add will 
automatically be added to 
the batch you are creating. 

 

Continue to add ballots.  To 
assist with reconciliation, 
you may want to keep your 
batch size to a specific 
number of ballots. 

 

Once done entering your 
ballots from your print out, 
click the Close button. 
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Ballot Processing – Module 



You will be brought back to 
the Ballot Batch Screen, which 
will include the new batch you 
just created. 

 

We will now accept/reject the 
ballots in this batch. 

 

Click on Verify. 
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Ballot Processing – Module 



When you verify the ballots in 
the batch, you are checking to 
ensure that the signature 
matches as well as the voter 
information. 

 

The default value is accepted.  
If you want to Accept this 
ballot, you can click the Next 
button to go to the next ballot 
in the batch, or you can Close 
to be returned back to the 
Receive Ballots Batch screen. 
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Ballot Processing – Module 



You can verify the batch 
information by checking 
the batch you just created.  
It will tell you the Date, 
the Source, the Count, 
number Accepted, 
Rejected, and Void. 
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Ballot Processing – Module 



If for any reason you 
need to fix an error in 
the batch, you can go 
into Verify and change 
the accept/reject status 
of the ballot, or you can 
go into Process and 

remove an individual 
ballot. If you make an 
error on an entire 
batch, you can highlight 
the batch on the 
Receiving Ballot 
Batches screen and 
Delete the whole batch. 
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Ballot Processing – Module 



After you have scanned 
in and verified your 
batch, you can use the 
BP-34 report to 
reconcile your ballots.  
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Ballot Processing 



You will notice that there 
are many ways to run the 
BP-34 report. 

 

Depending on how your 
office reconciles ballots, 
you can find the best way 
to run BP-34 reports. 
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Ballot Processing 



PROVISIONAL BALLOTS 
• Late Registration 

• Provisional Ballot Module 

• Provisional Ballot Reports 

• Resolving Provisional Ballots 
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Provisional Ballot Module 
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In order to ensure a voter can not vote two ballots in an 
election, the Provisional ballot module was created.  
Provisional ballots can be issued at the polls and at the 
election office.  They are almost exclusively issued on 
Election Day. Most, but not all, ballots issued on Election Day 
will be issued out of the provisional ballot module. 
 
If the voter is a late registrant on election day, and they are 
not a new voter, they must be issued a provisional ballot. 
 
Please note, provisionally registered voters are not the same 
as voters who receive a provisional ballot. 



116 

 

 

 

 

 

 

Provisional Ballot Module 

I’ll quickly walk you through an Election Day 
Transfer Late Registrant.  These types of voters 
must be issued a Provisional ballot. 
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Provisional Ballot Module 

After entering 
registration 
information, you will 
need to go to the 
provisional ballot 
module.  You can access 
it from the Main Menu 
or from the voter 
record through the 
Elections menu option. 
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Provisional Ballot Module 

The Provisional ballot 
module always opens to 
the Provisional Ballots 
Search menu.   

At this point in time we 
do not need to search, 
we need to create a new 
provisional entry. 

 

Click the New button. 
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Provisional Ballot Module 

To begin you can enter in the voters Last Name and first name and then click Link 
to Voter.   

If the voter is in the system it will auto-fill all current address data. 
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Provisional Ballot Module 

If the voter is a transfer 
registrant the previous 
county and previous 
precinct will 
automatically fill (new 
2016).  You will need to 
select an election to issue 
the ballot out of, once 
you do that the ballot 
style will auto-fill. 

Provide a Provisional 
Ballot Reason and then 
click Issue Ballot and 
then Coversheet. 
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Provisional Ballot Module 

Here is an image of the 
Provisional Ballot Cover 
Sheet/Outer Envelope for 
the voter. 



Provisional Ballot Module – 

Resolving provisional ballots 





Provisional Ballot Module 



You must complete the approval/not 

approved process before 3 p.m. on the 

Monday following the Election Day. 

Provisional Ballot Module – 

Resolving provisional ballots 



ELECTION MANAGEMENT 
• Official Register Print/Process 

• Election Results 

• Duplicate Ballot Report 

• Closing the Election 
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And back to…… 
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Official Register 
The official register is 

what you will print and 

provide to the polling 

places.  This is typically 

pulled the week before 

the date of the election, 

but for training purposes 

you will pull it today. 

 

Click on the Pull Voters 

and on the next pop-up 

select how you would like 

the register to be 

organized.  During 

Federal Elections, you will 

likely want to select By 

Polling Place. 

 

 

 

 

 

 

Election Management 
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Official Register 
 

The official Register is 
now generated.  
Normally you would then 
print these registers out 
and prepare them for the 
polling place.   

 

You will also want to pull 
your supplemental 
registers before the 
election.  It is not 
necessary in this training 
since no new 
additions/deletions have 
occurred.  

Check Process 
Completed. 

 

 

 

 

Election Management 
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Official Register 
 

 

 

 

 

 

EXAMPLE: 
 

 

 

 

Election Management 
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Election 

Expenses 
 

This portion of the 

Election Management 

module is still in 

development, you can 

mark this Process 

Complete and move to 

the next menu item. 

 

 

 

Election Management 
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Election Results 
You can enter the election 
results data into this menu 
item. Winners entered 
here will automatically be 
brought into the Federal 
General Election, and 
winners of the General will 
be brought into the 
Districts and Precinct 
position holders. In turn 
these individuals will be 
available to be brought 
back into your next 
election cycle and will be 
defaulted as incumbents. 

 

You can only enter results 
for candidates/races that 
are included in your 
jurisdiction. 

 

 

 

 

This section is different than eSERS.  It is mainly 
used to make your next election cycle easier. It is 
not mandatory, but it is recommended. 

Election Management 
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Process Official 

Register 
 

Select the Polling place of 

the Register you are trying 

to process.  You can either, 

scan in the barcode, or 

click the box next to the 

voters name. 

 

Each page in the Register 

in MT Votes will 

correspond with paper 

copy of the register. 

 

 

 
We recommended that you Print Processed Voters and save a copy to your folder.  This is 
a great way to have a list of all polling place voters who participated in your election. 

Election Management 
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Duplicate Ballot 

Report 
 

This section of Election 

Management will bring 

back anyone who appears 

to have two ballots.  If you 

have any voters listed here 

you will want to run the 

Report, for your records, 

and look into each voter. 
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Election Management - Data 
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Before closing your election I would recommend running a handful of reports, 
exports, and searches.  This is the best time to get an excellent snapshot of your 
actual election. Some data that I would pull out of MT Votes: 
 
EXPORTS: 
• EX-E01 (Export for Absentee Voters in an Election).  All Precincts, All 

Absentee Types, All Ballot Stages.   
• Provisional Ballot Export – This export can be located in the Provisional ballot 

module. 
• Through Voter Search – All Late Registrants -  As soon as you close your 

election, these voters get changed to Active.  If you want this data, you must 
run this report before you close.   
 

Reports: 
• Print Processed Voters – This report is located within the Process Official 

Register section of Election Management. 
• Duplicate Ballot Report –  
• BP-004 – Ballot Statistics by Ballot Style -  Run this for the election and all 

ballot styles. 
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Close Election 
 

To close the election, you 

simply need to click the 

Post History for 

Processed Voters and 

Close Election. 

You will be prompted to run 

the VR-022 (Late Reg. 

Statistics report) and the 

BP-020 (Duplicate ballot 

report). 
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Questions -  
Voter Reg Election Management Absentee Maintenance Ballot Processing 
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